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T.1.048 DDMG Notification of Current Executive Officer Position Letter Template
	Executive Officer

Queensland Disaster Management Committee
C/- Queensland Police Service

GPO Box 1440

BRISBANE   QLD   4001
	and
	<Insert Name>
District Disaster Coordinator

<Insert Name> DDMG

<Address 1>
<Address 2>
<SUBURB   QLD   POSTCODE>



Dear <Insert Name> 
I wish to notify the Queensland Disaster Management Committee (QDMC) of a change to the <Insert Disaster District Name> District Disaster Management Group (DDMG) Executive Officer incumbent.

As of the <Insert Date> until the <Insert Date> the incumbent will be <Insert Title, First and Last Name>.  <Insert Title and Last Name> has the necessary expertise or experience to perform the functions and exercise the powers of the DDMG Executive Officer in accordance with s. 27 of the Disaster Management Act 2003.
<Insert Incumbent’s Name> has been informed that personal contact information has been collected in accordance with the Information Privacy Act 2009 for the purposes of disaster management.  The contact details for <Insert Title and Last Name> are:

	Telephone:
	     

	Mobile:
	     

	Email:
	     

	Postal Address:
	     

	Fax:
	     


Should you require any further information, please contact <Insert Contact Person> on telephone number (07) <Insert Contact Number>.

Yours sincerely

<Sign>
<Outgoing Executive Officer>
Last Updated: 19 January 2018
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